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PREFACE

The U.S. Army War College Library presents Communicative Arts: A Selected Bibliogra-
phy, now in its seventeenth revised edition, as an invitation for you to enjoy the wealth of
resources available in our library which will help you improve your ability to communicate.

Like the earlier versions, this annual bibliography lists references for materials that will
provide skills, techniques, and approaches you may need to effectively express your ideas. The
bibliography’s categories reflect the four major communication behaviors—reading, writing,
listening, and speaking—as well as an additional section on critical thinking and research
methods.

Although we urge you to take advantage of the entire bibliography, notice we have high-
lighted a few entries under each category so you can quickly focus on the area you would
most like to strengthen. Designed specifically for self-instruction, these materials will help you
develop your communicative skills at your own pace.

All the items included in this bibliography are available in the U.S. Army War College
Library. For your convenience, we have added our call numbers at the end of each entry. (Call
numbers indicate the item's shelf location.)

This bibliography is also available on the Internet through our Library's web site:
<http://www.carlisle.army.mil/library>.

For additional information, please contact the Research and Information Services Branch,
U.S. Army War College Library by sending an e-mail message to <libraryr@carlisle.army.mil>
or by phoning (717) 245-4280.

Virginia C. Shope, cbmpiler
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Badke, William B. "Learning How to Read for Research." In Research Strategies: Finding Your

Way through the Information Fog, 109-24. San Jose: Writers Club Press, 2000. 181pp. (2710
.B12 2000)

Barnet, Sylvan, and Hugo Bedau, eds. Critical Thinking, Reading, and Writing: A Brief Guide to
Argument, 4th ed. Boston: Bedford/St. Martin's, 2002. 526pp. (PE1431 .C63 2002)

Evelyn Wood Reading Dynamics: For Speed, Comprehension, and Retention. Chicago:
American Learning Corporation, 1988. Includes: 1 workbook and 6 audio cassettes.
(CASSETTE LB1050.54 .WS55 1988)

Green, Marguerite. "Rapid Retrieval of Information: Reading Aloud with a Purpose." Journal of
Adolescent & Adult Literacy 41 (December 1997-January 1998): 306-07. (ProQuest)
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Foundation for Critical Thinking, 1993. 1 videocassette, 56 min. (VIDEO LB1025.2 .H6 no.2)
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cuts, 77-78. Chicago: Contemporary Books, 1982. 112pp. (LB2369 .K45 1982)

Kump, Peter. Breakthrough Rapid Reading, rev. ed. Paramus: Prentice Hall, 1999. 276pp.
(LB1050.54 .K86 1999)

Locke, Lawrence F., Stephen J. Silverman, and Waneen W. Spirduso. Reading and Understanding
Research. Thousand Oaks: Sage, 1998. 240pp. (Q180 .A1L63 1998)

Markline, Judy, Rose Hawkins, and Bob Isaacson. Thinking on Paper: A Reading-Writing
Process Workbook, 4th ed. Fort Worth: Holt, Rinehart and Winston, 1999. 303pp. (PE1413
.M37 1999)

Ridderhof, Phillip J. "Thinking Out of the Box: Reading Military Texts from a Different
Perspective." Naval War College Review 55 (Autumn 2002): 83-95. (Periodical)

Salembier, George B. "Scan and Run: A Reading Comprehension Strategy That Works." Journal
of Adolescent & Adult Literacy 42 (February 1999): 386-94. (ProQuest)

Scheele, Paul R. The PhotoReading Whole Mind System. Wayzata: Learning Strategies, 1993.
1 vol. (LB1050.54 .S34 1993)

Speed Learning. Mount Laurel: Learn Inc., 1989. Includes: 4 audio cassettes, 3 books, 4
paperbacks, and 1 answer key. (CASSETTE LB1050.54 .S6 1989)




Speed Reading. Developed by Steve Moidel. Boulder: CareerTrack, 1990. Includes: 1

audio cassette, 1 workbook, and 2 videocassettes, 177 min. (VIDEO LB1050.54 .M53
1990)

Speed Reading, by Steve Moidel. Boulder: CareerTrack, 1990. Includes: 1 study guide and
6 audio cassettes. (CASSETTE LB1050.54 .M53 1990)

Squire, James R., ed. "Writing to Reinforce Reading Comprehension." In Writing, 121-74.

Bloomington, IN: Phi Delta Kappa, Center on Evaluation, Development, and Research, 1987.
264pp. (LB1575.8 .W741 1987)

WRITING

Aaron, Jane E. The Essential Handbook for Writers. New York: HarperPerennial, 1994. 153pp.
(PE1112 .A24 1994)

Acker, David D. "Writing Skills." In Skill in Communication: A Vital Element in Effective

Management, 19-26. Fort Belvoir: Defense Systems Management College, 1990. 128pp.
(HF5718 .A4 1990)

Adams, Michael. The Writer's Mind: Making Writing Make Sense. Lanham: University Press of
America, 1993. 320pp. (PE1408 .A316 1993)

Barnet, Sylvan, and Hugo Bedau, eds. Critical Thinking, Reading, and Writing: A Brief Guide to
Argument, 4th ed. Boston: Bedford/St. Martin's, 2002. 526pp. (PE1431 .C63 2002)

Barzun, Jacques. Simple & Direct: A Rhetoric Jor Writers, rev. ed. Chicago: University of
Chicago Press, 1994. 291pp. (PE1408 .B311 1994)

Barzun, Jacques, and Henry F. Graff. "Writing, Speaking, and Publishing." Part 2 in The Modern
Researcher, 5th ed. San Diego: Harcourt Brace Jovanovich, 1992. 409pp. (D13 .B334 1992)

Bates, Jefferson D. Writing with Precision: How to Write So That You Cannot Possibly Be

Misunderstood, 6th ed., completely rev. & updated. Reston: Acropolis Books, 1993. 285pp.
(PE1479 .B87B37 1993)

Booher, Dianna D. E-Writing: 21st-Century Tools for Effective Communication. New York:
Pocket Books, 2001. 387pp. (HE7551 .B66 2001)

Booher, Dianna D. Would You Put That in Writing? How to Write Your Way to Success in
Business, rev. ed. New York: Facts on File, 1992. 147pp. (HF5718.3 .B66 1992)

Brohaugh, William. Write Tight: How to Keep Your Prose Sharp, Focused and Concise.
Cincinnati: Writer's Digest Books, 1993. 195pp. (PN151 .B78 1993)




Business Writing Skills. Debra Smith, instructor. Boulder: CareerTrack, 1989. Includes: 1
workbook and 2 videocassettes, 170 min. (VIDEO HF5721 .S53 1989)

Business Writing Skills, by Debra Smith. Boulder: CareerTrack, 1988. Includes: 4 audio
cassettes. (CASSETTE HF5721 .S53 1988)

Cantor, Jeffrey A. A Guide to Academic Writing. Westport: Praeger, 1993. 183pp. (PN146
.C33 1993)

Chan, Janis F., and Diane Lutovich. Professional Writing Skills: A Self-Paced Training
Program. San Anselmo: Advanced Communication Designs, 1991. 203pp. (HF5718.3
.C483 1991)

Collins, John M. "Writing Tips: Starting Points That Help Deliver the Message." Army 48 (May
1998): 12-13. (Periodical) '

Corbett, Edward P.J. The Little English Handbook: Choices and Conventions, 5th ed. Glenview:
Scott, Foresman, 1987. 272pp. (REF PE1408 .C592 1987)

Corporate Classrooms. Prentice Hall's Get a Grip on Grammar: Language Skills for Today's
Business World. Englewood Cliffs: Prentice Hall, 1992. 1 loose-leaf vol. (PE1479
.B87P73 1992)

Crews, Frederick C. The Random House Handbook, 6th ed. New York: McGraw-Hill, 1992.
764pp. (PE1408 .C715 1992)

Davidson, Wilma. Business Writing: What Works, What Won't, rev. ed. New York: St. Martin's
Griffin, 2001. 300pp. (HF5718.3 .D37 2001)

Effective Writing for Executives. New York: Time Life Video, 1980. Includes: 1 trainer's manual
and 6 videocassettes, 60 min. each. (VIDEO PE1408 .E441 1980)

Einstein, Charles. How to Communicate: The Manning, Selvage & Lee Guide to Clear Writing
and Speech. New York: McGraw-Hill, 1985. 116pp. (PE1628 .E35 1985)

Ellsworth, Blanche, and John A. Higgins. English Simplified, 9th ed. New York: Pearson
Education/Addison Wesley Longman, 2001. 64pp. (PE1112 .E43 2001)

Executive Writing, Speaking, and Listening Skills, by Brook Taliaferro. New York: AMACOM,
1975. Includes: 6 audio cassettes and 1 workbook. (CASSETTE HF5718 .T3)

Fearing, Bertie E., and W. Keats Sparrow, eds. Technical Writing: Theory and Practice.
New York: Modern Language Association of America, 1989. 176pp. (T11 .T21 1989)

Flesch, Rudolf F., and A.H. Lass. A New Guide to Better Writing. New York: Warner Books,
1982. 302pp. (PE1112 .F57 1982)




Fryxell, David A. "How Not to Write a Sentence." Writer's Digest 75 (February 1995): 62-63.
(Periodical)

Heyworth, Gregory, and Rosette Liberman. The Writing and Revision Stylebook. New Haven:
Cooper Hill Press, 2000. 444pp. (PE1408 .H49 2000)

Hodges, John C., et al. Harbrace College Handbook, 11th ed. San Diego: Harcourt Brace
Jovanovich, 1990. 576pp. (PE1112 .H6 1990)

Holtje, James. Manager's Lifetime Guide to the Language of Power. Paramus: Prentice Hall,
1997. 528pp. (HF5718 .H65 1997)

Hudson, Richard. English Grammar. New York: Routledge, 1998. 128pp. (PE1112 .H817
1998)

If You Can Talk, You Can Write, by Joel Saltzman. Auburn: Audio Partners, 1999. Includes:
2 audio cassettes. (CASSETTE PN145 .S191 1999)

Ivers, Mitchell. The Random House Guide to Good Writing. New York: Random House, 1991.
239pp. (PN151 .194 1991)

Johnson, Edward D. The Handbook of Good English, rev. and updated. New York: Facts on File
1991. 427pp. (PE1112 .J54 1991)
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Joseph, Albert. Executive Guide to Grammar, 3d ed. Cleveland: International Writing Institute,
1987. 157pp. (PE1115.J67 1987)

Kane, Thomas S. The New Oxford Guide to Writing. New York: Oxford University Press, 1994.
327pp. (PE1408 .K27 1994)

Kaye, Sanford. Writing Under Pressure: The Quick Writing Process. New York: Oxford
University Press, 1989. 190pp. (PN151 .K38 1989)

Kirszner, Laurie G., and Stephen R. Mandell. The Holt Handbook, 5th ed. Fort Worth: Harcourt
Brace College Pub., 1999. 1 vol. (PE1408 .K57 1999)

Lamb, Sandra E. How to Write It: A Complete Guide to Everything You'll Ever Write. Berkeley:
Ten Speed Press, 1998. 333pp. (HF5720 .L36 1998)

Lanham, Richard A. Revising Prose, 3d ed. New York: Macmillan, 1992. 123pp. (PE1421
.L297 1992)

Lasch, Christopher. Plain Style: A Guide to Written English, ed. Stewart Weaver. Philadelphia:
University of Pennsylvania Press, 2002. 121pp. (PE1408 .L37 2002)



MclIntosh, William A. Guide to Effective Military Writing, 2d ed. Mechanicsburg: Stackpole,
1994. 239pp. (UB163 .M36 1994)

Merriam-Webster, Inc. Webster’s Business Writing Basics. Springfield: Federal Street Press,
2001. 400pp. (HF5718.3 .W21 2001)

Meyer, Harold E. Lifetime Encyclopedia of Letters, rev. and expanded. Paramus: Prentice Hall,
1996. 453pp. Includes: CD-ROM disc. (PE1483 .M49 1996)

Murray, Donald M. Write to Learn, Tth ed. Fort Worth: Harcourt College Pub., 2002. 320pp.
(PE1408 .M79 2002)

Myers, Alfred S. Letters for All Occasions, rev. ed. New York: HarperPerennial, 1993. 195pp.
(PE1483 .M9 1993)

O'Conner, Patricia T. Words Fail Me: What Everyone Who Writes Should Know about Writing.
New York: Harcourt Brace, 1999. 230pp. (PN147 .026 1999)

Pinckert, Robert C. Pinckert's Practical Grammar: A Lively, Unintimidating Guide to Usage,
Punctuation, and Style. Cincinnati: Writer's Digest Books, 1986. 232pp. (PE1408 .P534
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1989)

Reinking, James A., Jane E. Hart, and Andrew W. Hart. Improving College Writing: A Book
of Exercises. New York: St. Martin's Press, 1981. 459pp. (PE1413 .R44)
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updated. New York: HarperPerennial, 1992. 149pp. (PE1479 .B87R65 1992)

Rosenberg, Arthur D., and David V. Hizer. The Resume Handbook: How to Write Outstanding
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York: Norton, 1996. 109pp. (PE1460 .R57 1996)
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Ross-Larson, Bruce C. Stunning Sentences. New York: Norton, 1999. 94pp. (PE1441 .R67
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Sabin, William A. The Gregg Reference Manual, 9th ed. New York: Glencoe/McGraw-Hill,
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(PN145 .S19 1993) |

Schwartz, Marilyn. Guidelines for Bias-Free Writing. Bloomington: Indiana University Press,
1995. 100pp. (PE1460 .S47 1995)
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Academic Press, 1999. 190pp. (HF5718.3 .S764 1999)

Strunk, William, Jr., and E.B. White. The Elements of Style, 3d ed. New York: Macmillan, 1979.
92pp. (PE1421 .S8 1979)

Theibert, Philip R. Business Writing for Busy People. Franklin Lakes: Career Press, 1996.
204pp. (HF5718.3 .T48 1996)

Trimmer, Joseph F. Writing with a Purpose, 10th ed. Boston: Houghton Mifflin, 1992. 610pp.
(PE1408 .M23 1992)

Turabian, Kate L. 4 Manual for Writers of Term Papers, Theses, and Dissertations, 6th ed.
Chicago: University of Chicago Press, 1996. 308pp. (LB2369 .T8 1996)

US Air Force. "The Quill." In The Tongue and Quill, 131-212. Air Force Handbook 33-337.
Washington: US Air Force, 30 June 1997, 296pp. (PN187 .T66 1997)

US Air University. Adir University Style Guide Jfor Writers & Editors. Maxwell Air Force Base:
Air University Press, January 2001. 126pp. Available from <http://www.maxwell.af. mil/aw/
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US Department of the Army. Personnel—General: Effective Writing for Army Leaders. Pamphlet
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US Joint Forces Staff College. The Force of Words: The Joint Forces Staff College Guide to

Publishing. JFSC Pub 2. Norfolk: US Joint Forces Staff College, 2002. 108pp. (U428
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Executive Writing, Speaking, and Listening Skills, by Brook Taliaferro. New York: AMA-
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Flanagan, E.M., Jr. "Before the Battle—Listening: 'An Acquired Art." Army 43 (August 1993):
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How to Communicate Effectively: Listen Actively. Chicago: National Educational Media, 1990.
1 videocassette, 17 min. (VIDEO HD30.3 .H58 1990)
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SETTE BF323 .L5J64)

Kaye, Kenneth. "The Art of Listening." HR Focus 71 (October 1994): 24. (Periodical)
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1996. 59pp. (BF323 .L5K55 1996)

"Learning to Listen." Part 2 in The Articulate Executive: Orchestrating Effective Communication,
29-81. Boston: Harvard Business School Press, 1993. 264pp. (HD30.3 .A78 1993)
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Powell, Jon T. "Stress Listening: Coping with Angry Confrontations." Personnel Journal 65
(May 1986): 27-30. (Periodical)

The Power of Listening, rev. ed. Carlsbad: CRM Films, 1988. Includes: 1 leader's guide and 1
videocassette, 20 min. (VIDEO BF323 .L5P58 1988)

Qubein, Nido R. "Stop, Look—and Listen." Chap. 9 in How to Be a Great Communicator:
In _Person, on Paper, and on the Podium, 95-106. New York: Wiley, 1997. 249pp.
(PN4121 .Q39 1996)

See especially pp. 105-106: "How Good Is Your LQ [Listener Quality]?"

Rasberry, Robert W., and Laura F. Lemoine. "Listening: Hearing and Understanding What Other
People Say." In Effective Managerial Communication, 148-77. Boston: Kent, 1986. 484pp.
(HD30.3 .R37 1986)

Singer Management Institute. Managing for Productivity: How to Improve Listening Skills.
Chicago: Singer Management Institute, 1982. Includes: 40 slides, 2 audio cassettes, 16 trans-
parencies, 2 posters, 1 trainer's guide, and 1 workbook. (KIT BF323 .L5M36)
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Steil, Lyman K., Larry L. Barker, and Kittie W. Watson. Effective Listening: Key to Your Success.
New York: McGraw-Hill, 1993. 155pp. (HD30.3 .S75 1993)

Swets, Paul W. "Learn the Listening Art." In The Art of Talking So That People Will Listen:
Getting through to Family, Friends, and Business Associates, 37-51. New York: Simon &
Schuster, 1992. 188pp. (BF637 .C45587 1983)

Tubbs, Stewart L., and Sylvia Moss. "Listening." In Human Communication, 7th ed., 140-63.
New York: McGraw-Hill, 1994. 557pp. (P90 .T78 1994)

Verbal Communication: The Power of Words, rev. ed. Carlsbad: CRM Films, 1992. Includes: 1
leader's guide and 1 videocassette, 29 min. (VIDEO P90 .V428 1992)

Walton, Donald. "Listening." In Are You Communicating? You Can't Manage Without It, 21-65.
New York: McGraw-Hill, 1989. 244pp. (P90 .W24 1989)

Weaver, Carl H. Human Listening: Processes and Behavior. Indianapolis: Bobbs-Merrill, 1972.
170pp. (BF323 .L5W4)
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Jones-Irwin, 1988. 185pp. (P95 .A35 1988)
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Performers. San Francisco: Jossey-Bass/Pfeiffer, 1995. 139pp. (HF5549.5 .T7A718 1995)

Be Prepared to Sell, by Toastmasters International. Mill Valley: Kantola Productions, 1991.
Includes: 1 study guide and 1 videocassette, 24 min. (VIDEO HF5438 .B2 1991)

Be Prepared to Speak: The Step-by-Step Video Guide to Public Speaking. San Francisco:
Kantola-Skeie Productions, 1985. Includes: 1 study guide and 1 videocassette, 27 min.
(VIDEO PN4121 .B2 1985)

Beall, Paul R. Pass the Word: The Art of Oral Communication, ed. and rev. by Helen Beall.
Manhattan: Sunflower University Press, 1993. 68pp. (P95 .B4 1993)

Booher, Dianna D. Communicate with Confidence! How to Say It Right the First Time Every
Time. New York: McGraw-Hill, 1994. 413pp. (HF5718 .B654 1994)
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Braude, Jacob M. Complete Speaker's and Toastmaster's Lzbrary, 2d ed. Paramus: Prentice Hall,
1992. 4 vols. (PN4121 .B681 1992 v.1 thru v.4)

Bravo! What a Presentation! American Management Association presentation. Carlsbad: CRM
Films, 1985. Includes: 1 leader's guide and 1 videocassette, 16 min. (VIDEO PN4121 .B62
1985) '

Brown, Lillian. Your Public Best: The Complete Guide to Making Successful Public Appedranéés
in the Meeting Room, on the Platform, and on TV. New York: Newmarket Press, 1989. 223pp.
(HM263 .B685 1989)

Buckley, F. Reid. Strictly Speaking: Reid Buckley's Indispensable Handbook on Public Speaking.
New York: McGraw-Hill, 1999. 336pp. (PN4121 .B81 1999)

Burgoon, Judee K., David B. Buller, and William G. Woodall. Nonverbal Communication: The
Unspoken Dialogue, 2d ed. New York: McGraw-Hill, 1996. 535pp. (BF637 .N66B8&7 1996)

Carmnegie, Dale. The Quick & Easy Way to Effective Speaking. A revision by Dorothy Carnegie of
Public Speaking and Influencing Men in Business, by Dale Carnegie. New York: Pocket '
Books, 1977. 221pp. (PN4121 .C38 1977)
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Press, 1990. 255pp. (PN4121 .C275 1990)
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Non-Technical Presentations Like a Pro. Saratoga: R&E, 1991. 164pp. (HF5718.22 .C37
1991) '

Confident Public Speaking, by Roko Paskov. Boulder: CareerTrack, 1988. Includes: 4
audio cassettes. (CASSETTE PN4121 .P17 1988)

Confident Public Speaking, by Roko Paskov. Boulder: CareerTrack, 1992. Includes: 2
videocassettes, 174 min. (VIDEO PN4121 .P17 1992)

Cooper, Morton. Change Your Voice, Change Your Life: A Quick, Simple Plan for Finding and
Using Your Natural, Dynamic Voice. New York: Barnes & Noble, 1985. 180pp. (PN4162
.C65 1985)
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